APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCTIONS: See Publwatlon No. 76— M1 for instructions on completing this form. Forward sngned original to
Department of Archives and History, Records Management Dmsaon 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section. ’ ( |
FOR AGENCY USE 1. Agency Addms ' - FOR RECORDS MANAGEMENT USE
Application Date ‘Department of Education Application Number
: .| Office of Vocational Education 8‘ — 2 55 ...A
‘LApp"caﬁon —— Division of Vocatlon?l Instruc?lon Dot Receive Dete Compieted
Consumer and Homemaking Education Unit UN ¢ 4 1932 AUN 5 3 1082
| Atlanta, cA 30334 N + WBe |
2. Person to Contact : Working Title Telephone Numbor
Frances King . ' State Supervisor 656-2545

3. Action Requested
a. [ Establish Retention Sd1ed_?le; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| ¢. B Amend Application No. 81-255 . _gh_gck One: B Change; D Supercede; 1 Void
4. | Dates of Series . | 5. Records Series Title (followed by title used in office, if different)
Earliest Latest '
1977 | To Date Consumer and Homemaking Education Administrative Subject Files
6. Division and Office Function What is the function of the Division and the Office in which this reoord series is created?
No Change

1

7. Record Series Description- This file oontams the followmg documents finclude form numbers and titles, if any):

Attach samples of the file.
Documents relating to:
Included are:
No Change
File is arranged: ‘
| 8. Monthiy Reference Rate How often are records referred to which are:

Onetosixmonthsold . . _; Seven to twelve monthsold . ___.__; Thirteen to twenty-four months old H

. twenty-five monthsandolder ... .____?
9. Annual Rate of Accumulation of Records - L

 Lettersizedrawers . Legalsizedrawers _________;Shelves________; Other (specify) _

AR—50-71. Rev.76 - (Ower)




YES | NO | 10. Questionnaira  (Piace an X" in the proper column)

If not, wherng it? 4 _

8. Is this the official copy of the series? C § -

=+

b. Does the series contain conf:denml mformatwn requiring security handling? If yes, cite law ot regulatnon

. Is this 2 wtal rword?

3 A
L J— —

¢ _
d. Does this series have historical or long term research value?

¢. When one or two documents in the file make it necassarv to keep the entire file for a long period, could these
documents bugxgd_ukd_gm_mlv?

f. _Is the mf0( ntained in this series li lf e CODY,

g. Is the informatmn contained in thus series ever analyzed and/or recorded in a summanzed report?
.t If ves, attach copy,

h. Is there a duplication of this sertes in your office, or in another offuce or agencv?
I ves, where?

. |_i. )s this series for a major portion of it! regularly microfilmed?

i. Does the record series result in a computer printout?

1 1 Retentnon Reguirements .{ The following requires the series to be kept:

a. State Law years. d. Audit period

years.

b. Statute of limitation - years. - e, Administrative need '3

_years,

years.

c. Federal law _ years. f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

B Hold in the current filesarea____ _month{s) 1  vear{s); then
O Transfer to local holding area; hold . ____year(s); then

Kl Transfer to State Records Center:hold 2 __year(s): then

X Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

[ Caléndar Year; R Fiscal Year; 00 Other then,

| Agency Head/Designee rg;knaWML Records Management Officer (Signature)

State Records Committee (Signature)

U

Recommendations in para- . /.)A‘_’_ W — ) -
graph 12 are approved. State Audjtor/Designee e N e-21- 82

? (If disapproved, attach Iatter _ _ :
| of explanation.) smw)émm.gm é andy M A -2/ -5z

AR
Attorney General/Designee

L

AR-50—71; Rev, 76 R




S,

APPLICATION Fonfneconns RETENTION SCHEDULE Do O T A Y OB TISTORY

i, ) RECORDS MANAGEMENT D1VISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward. signedﬁorigi'nal to
Department of Archives and History, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. :

FOR AGENCY USE 1. Agency Address . ' FOR RECORDS MANAGEMENT USE
Application Date : Department of Education Application Number
| Office of Vocational Education 8 l_ 2. 55
Application Number - I():lv ision szVocational E5nst‘ruction Date Received Date cc,mmem; -
onsumer omemaking Education Unit M y)
_ I I _Atlanta, Georgia _ APR 22 1981 | V_A:I___Z:jga'__z
(2. Person to Contact Working Title Telephone Number
|__Frances King . .—  State Supervisor . - ——— . £56-2545

3. Action Requested Je .
a. KX Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

| ¢. O Amend Application No. —_ Check One; [0 Change; [0 Supercede; [0 Void

4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest '
1977 ] T To Date Consumer & Homemaking Education Administrative Subject Files
6. Division and Office Functlon What is the function of the Division and the Office in which this record series is created?

The Division of Vocational Instruction is responsible for developing policy relating to
vocational instruction at the secondary and postsecondary level; participating in the
development of the State Plan for Vocational Education; developing vocational education
program standards relating to instructional areas; providing consultative services to
local school systems involving all phases of the instructional process; participating on
evaluation of local school systems' vocational programs; reviewing architectural plans
for local school systems' voactional facilities; reviewing request from local systems
for the purchase of equipment; reviewing vocational education instructional materials;

reviewing preservice and in-service training programs; and supervising vocational student
organizations at the state level.

7. Record Series Description This file contains the foTIowmg documents (mclude form numbers and tltles ifany):
Attach samples of the file.

Documentsrelating t0: 511 greas of interest of the State Supervisor of Comsumer and Homemaking

Education.
Included are: . orrespondence, memoranda, reports, brochures, etc. relating to Consumer
and Homemaking Education and Vocational Education.

~ A
. A n s N
Fllelsar”""ged'ch):onologically by fiscal year; thereunder by subject. ' L
8. Monthly Reference Rate "“How often are records referred to which are:  ° - T
Onetosixmonthsold _____: Seventotwelvemonthsold___ . ; Thirteen to twenty-four monthsold ________;
twenty-five months and older . ___.? o ,_,
9. Annual Rate of Accumulation of Records _ .
Letter-size drawers —____;legalsizedrawers ________;Shelves ____.____;Other {specify)

AR—50-71; Rev.76 j ~ (Over)




| YES | NO | 10. Questionnaire  (Place an "’X’" in the proper column)

) a. lIs this the official copy of the series? N i.ef. - |
X )f not, where isit? __ y . o ' A >
b, Does the series mntasn oonfadential mformation requiring security handling? If yes, cite law or regula}iion.r
X| . - BRI
X| e !s this a vital record? ‘ i - - o _
| X | d. Does this series have historical or long term research value? L o L ]
e. When one or two documents in the file make it necessary to keep the entire file for a iong period, could these
X documents be scheduled separately? _
- ,XoJ, Is the_ lhformatnon gontained in this SEfIE§ ever publ §hed? If yes, attach cQDY. _ o
S Is the mformatlon contained in this series ever analyzed and/or recorded in a summarlzed report?
1 X If yes, attach copy,_ .
h. Isthere a duplication ‘of this series in your offlce or in another office or agency?
X If ves, where? o e e )
X | _i. Is this series (or 2 major portion of it) regularly microfilmed? o —
-X|_j._ Does the record series result in a computer printout? _ __’ _ o i '
11. Retentlon Requirements -«f The following requires the series to be kept
a. State Law — . ___vyears. d. Audit period . . _years,
b. Statute of limitation e ___Years, e. Administrative need =2 _years.
c. Federal law ) ' years, f. Federal retention instructions years.
Attach copy or excert of laws or regulations. Explain administrative need. o S
Ty
o o T . s P : h . ' ‘_._- - ' 3 e S
12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 72~ - E
. ' O Calendar Year; & Flscal Year; OO Other S e 2+ _then,
Hold in the ourrent files area _month(s) _.__MZ.__,_year(s) then o e T
D Transfer to local holding area; hold ———— - year{s); then - - S T
& Transfer to State Records Center;hold _—___ 1 . vear(s); then ; - o :
k&l Destroy. Y Ty
O Transfer to State Archives for permanent retention. \
0 Other (Specify) :
These instructions apply to all prior and future accumulations of the series.
Date Records Managgrﬁéot Offioer (Sipnature) ) ~ Date
@&J‘///_ A5 Wa lho, . E)o.m,mﬂa/laevq,\_ '4-— l 6-§ |
State Records Commlttae (Slgnawre) Date
Recommendations in para- _
graph 12 are approved. State Auditor/Designee | , S-“' J=&
(If disapproved, attach letter : '
of explanation. ) %re% State/Designee : 6("‘2 8’ - g’
Attorney General/Designee W _ _\I ‘V_ 4 JJ /

AR—50_71;, Rav, 76 (Reverse Side)

N , o




